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Purpose

Use this procedure to display and print Confirmation Letters for employee which displays the catch-up for
health, dependent life and/or employee optional life plans.

Prerequisites

o Employee has been enrolled in health and/or life plans.

Menu Path
Use the following menu path(s) to begin this transaction:

¢ Human Resources 9 Personnel Management 9 Benefits  Forms
< HRBENO0015-Confirmation

Transaction Code
HRBENO0015
Tips and Tricks

e Confirmation using HRBENOO15 displays the employees catch-up amounts for health,
dependent life and/or employee optional life plans.
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Procedure

1. Start the transaction using the menu path or transaction code.

SAP Easy Access AASIS MENU

=
Menu Edit Favorites Extras System Help

V] D dH e BRER HDOoa @m
SAP Easy Access AASIS MENU

oE &Eal2] -]

b O Favorites
¥ 3 SAP menu

b [ Accounting
b [ Human Resources
b O Information Systems

b [ Special Transactions & Reports (State of Arkansas)
> [ Tools

CIETR (1) (621) B[ sapetr [INS [ [ 7

2. Asrequired, complete/review the following fields:

Field R/O/C Description
Command Field Required Enter Confirmation transaction code.
Example:
HRBENO0015

3.  Click Enter&.
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Print Confirmation Form

=
Program Edit Goto System Help

g 3B ICEA BHE BHDON @M
Print Confirmation Form
Further selections | & Search helps [ org structure

Period

®Today O Current month O Current year

OUp to today OFrom today

O Other period

Period To

Selection

Personnel Number El

Additional data
Benefit area

1st Program Grouping to

EIEIE

2nd Program Grouping to

CIETR (1) (621) B[ sapetr [INS [ [ 7
4. Click Other period radio button O Other period
5. Click Period text box
6. Asrequired, complete/review the following fields:
Field R/O/C Description
Period Required Enter begin date of first payroll period of the
current fiscal year.
Example:
06/13/2010
To Required Enter infinity date.
Example:
12/31/9999
Personnel Number Required Enter personnel number of employee whose
benefit confirmation form is to be printed.
Example:
2808
7. Click Execute.
8. Select the employee by placing a check in the [J.
9. Click Display form .
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Microsoft Office Word Security Notice

Microsoft Office Word Security Notice

@ Microsoft Office has identified a potential security concern.

Warning: It is not possible to determine that this content came
from a trustworthy source. You should leave this content disabled
unless the content provides critical functionality and you trust its
source.

File Path: C:\...gs\Temporary Internet Files\Content.Word\~WRO00000.doc

Macros have been disabled. Macros might contain viruses or other security
hazards. Do not enable this content unless you trust the source of this file.

More information

Enable Macros Disable Macros i
10. A Microsoft Office Word Security Note may appear. Click Enable Macros _Enable Macros |
Display Form
© o System bl S SAPS
N 100 e@e SN Bhas B @B
Display Form
&)
401(a) i
APERS Cont 6/13/2010 - 12/31/9999
Regular contributions Bi-weekly
Employee, pre-tax 5.00 % of base salary

Catchup Medical

ARHealth Nova Sys Catchup ASE 6/27/2010 - 7/24/2010

Attributes
Catch-up Health

Regular contributions Bi-weekly
Employee, pre-tax 48.18 USD
Every pay period

Refund Medical

ARHealth Nova Sys Refund ASE 6/27/2010 -

Attributes
Refund Health

Regular contributions Bi-weekly
Employee, pre-tax 48.18 USD

7/24/2010

N
o
12

o
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11. cClick Back € to return to the previous screen..
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Print Confirmation Form

= EEEcAD
Activities Edit Goto System Help E )

g 3 AHIC@AIEHE ODO0 FAE @=

Print Confirmation Form

|3 Print form ”6'«' Display form “A% Overview I

{Print form _(F8) |
Print confirrnt fom_(F8) 573010 - 12/31/9999 [ Status [Description I
< Us

[ U[ETR (1) B21) B sapetr [INS [

12. A second way to print the Confirmation letter, Click Print form to print Confirmation
form for employee to validate enroliment in appropriate benefit plans.

Microsoft Office Word Security Notice

Microsoft Office Word Security Notice nm

@ Microsoft Office has identified a potential security concern.

Warning: It is not possible to determine that this content came
from a trustworthy source. You should leave this content disabled
unless the content provides critical functionality and you trust its
source.

File Path: C:\...gs\Temporary Internet Files\Content.Word\~WRO00000.doc

Macros have been disabled. Macros might contain viruses or other security
hazards. Do not enable this content unless you trust the source of this file.

More information

Enable Macros | Disable Macros ;

13. Click Enable Macros Enable Macros |
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Print Confirmation Form

= [B]c]E] »
Activities Edit Goto System Help = w

(V] 2| HICQQ I SHE HDOD HREI@E

Print Confirmation Form

|Q Print form “6’:{‘ Display form “ﬁ Overviewl

Print ion form on 06/13/2010 - 12/31/9999 | Status [Descripti |
S US

v

L[ETR (1) B21) B[ sapetr [INS [

14. When the Confirmation letter is sent to the printer, a green check mark appears in the Status
column. Click Back & to return to previous screen.
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The employee should receive a copy of their Confirmation letter within 30 days of enroliment to ensure all
plans are correct.
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A portion of the Confirmation Letter displays Catch-Up for Medical and Life plans.

The Catch-Up is listed by pay periods and reflects the amount of deductions for each.
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